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The University of Michigan avowedly considers that her duties 
to the state and to society at large cannot justly terminate with 
merely receiving into her circle the sons and daughters of the com- 
monwealth and with giving them the education each is able to 
secure from the courses of instruction provided. She holds that 
there is a supplementary obligation resting upon her — the obliga- 
tion to aid all students who have completed this preparatory train- 
ing to secure fitting vocational positions in the various walks of 
civil society. This debt is owed not only to the individuals who 
aspire to render social service, but also to the constituency which 
generously supports the University through taxation. That is to 
say, both the individual college students and society as a whole 
look to the University as the agency for articulating the diversified 
parts of the body civil. The first group — that of the young college 
graduates — demands for its future development and satisfaction a 
sphere in which it may act and react vigorously and effectively. 
The second group, composed of the entire body of active citizens 
of the land, requires for its continued prosperity and healthfulness 
the stimulus and the contributions that come from the constant 
incorporation into its membership of the progressive young men 
and women trained in the latest theories and practices of modern 
social affairs. Hence the University seeks to act as an interme- 
diary between the two constituent parts and to bring both into 
mutually beneficial relations. 

To these ends various agencies have been established at the 
University. The general principles of organization in all of these 
are not greatly dissimilar, but in matters of specific administration 
practices differ widely. The Engineering Faculty follows one mode 
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of procedure, the Law School another, and the Medical Colleges 
still a third. Likewise, within the Department of Literature, 
Science, and the Arts, itself, differentiated customs are found. 
But the agency which is most highly organized, and the one whose 
administration is most complex, is that of the Teachers' Appoint- 
ment Committee. 

The history of the rise and development of this agency is unique 
and interesting. From the beginning a very close contact has 
existed between the University and the other divisions of the public- 
school system of the state. From the outset boards of education 
of the local school systems have looked to the University to furnish 
some, at least, of the teachers and administrators of the lower 
schools. With the rise of high schools, normal schools, and other 
types of educational institution, the demands on the University for 
trained men and women to take charge of departments in these 
schools increased enormously. In recent years they have assumed 
gigantic proportions. But, as usual, the social needs soon produced 
a corresponding body of individuals prepared to satisfy those needs. 
Annually the University continued to graduate a larger and larger 
number of students whose ambition was to enter upon the work of 
teaching or administering educational activities. The one serious 
difficulty which remained was, how to articulate wisely the social 
and individual desires that were here expressed, or how most 
economically and fittingly to bring the individual best suited for a 
given position into negotiable relations with the powers seeking the 
services of an unknown candidate. Out of these conditions and 
needs arose the Teachers' Appointment Committee of the Univer- 
sity, whose duty is to act as an assisting intermediary between 
University students who desire to teach and boards of education 
and other school administrative officers who are seeking help. 

In the younger days of the University, when the student mem- 
bership was small, it was the president who was usually consulted 
by boards of education respecting available and suitable candidates 
for teaching positions. He, being personally acquainted with 
nearly every student and being familiar with the records and reports 
concerning each, not infrequently made recommendations per- 
sonally and directly. Sometimes, when the position open was one 
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of large responsibility, or when the president felt the need of sup- 
plementing his judgment respecting a possible candidate, he sought 
the advice of the professor or professors who had come in closest 
contact with the individual under consideration. Following this 
conference, however, the final duty of making the specific recom- 
mendation was assumed, as before, by the president himself. But, 
as the University grew, as the duties of the president became 
enlarged and more complex, and as the number of students increased, 
many matters of detail were of necessity passed over by the presi- 
dent to his assistants. The task of recommending graduates for 
teaching positions was among these. Not uncommonly letters of 
inquiry concerning students prepared for school positions were 
given directly into the hands of the professor most fitted to make 
reply, and he conducted the further correspondence and suggested 
suitable candidates. As a natural consequence of this plan of 
administration, augmented of course by the growing reputation of 
the various professors throughout the state and nation, public- 
school officials came to direct their correspondence respecting 
teachers to the professor especially conversant with the work for 
which the teacher was desired. Often two or more members of the 
same department were consulted simultaneously about the same 
matter — in the fear, it may be supposed, that the proverbial for- 
getfulness of the academician might cause one of the professors to 
overlook a reply. As might readily be anticipated, the result of 
these unorganized, unsystematized efforts was frequent lack of 
harmony, frequent working at cross-purposes or even in diametri- 
cally opposite directions, and considerable and needless waste of 
energy and effort. To aggravate the situation, it frequently hap- 
pened that several students, simultaneously hearing rumors of a 
vacancy in a given school, would, separately and unknown to each 
other, go to their respective professors and request that personal 
letters of recommendation be written for them. If all the profes- 
sors complied (as they usually did if they could justly do so) boards 
of education found themselves confronted by several candidates 
each bearing credentials and recommendations from the University. 
Seemingly with the clear purpose of checking the abuses incident 
to the giving of indiscriminate, duplicating, or contradictory recom- 
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mendations by various professors independently, provision was 
made by the University in 1874 for issuing a teacher's diploma to 
every deserving candidate. This diploma was granted to members 
of the Senior class, provided they had pursued courses of study with 
reference to preparation for teaching, and provided they evinced, 
by means of a special examination, "marked proficiency" qualify- 
ing them to give instruction. This diploma, signed by the presi- 
dent and the professors in charge of the special examination, was 
to be the only form of recommendation to teach that was to be given 
with University approval. It is to be noticed that the diploma was 
granted solely for academic qualifications, and had for its chief aim, 
of course, the elevation and standardization of these qualifications. 
Even then the scope of the diploma was narrow. Only those who 
had fitted themselves to teach (1) the ancient languages or (2) the 
modern foreign languages or (3) mathematics were thus honored — 
as if, forsooth, any person without much special preparation could 
teach any of the other .subjects in the curriculum. 

When the Department of Education was organized in the Uni- 
versity in 1879, and courses relating to the professional aspects of 
teaching were offered, very naturally the head of this new depart- 
ment was consulted somewhat freely in respect to the essential 
qualifications of prospective teachers. Still, he at first exercised 
no special official power in this matter, and merely shared with his 
fellow-professors the task of making personal recommendations. 
In fact the academic qualifications of a candidate, at this time, 
so far outweighed the technical or professional qualifications that it 
is doubtful if the personal recommendations of the professor of edu- 
cation were sought any oftener than those of any other department, 
or that they were given as much consideration when made. 

Nevertheless, with the establishment of the Department of 
Education the requirements for a teacher's diploma underwent 
slight modifications. In addition to the prescribed academic work 
laid down by each separate department, certain designated courses 
in the new professional Department of Education were also made 
obligatory. In time the amount of work in the department was 
increased to include eleven semester hours — a quantum which stands 
as the minimum requirement for a teacher's diploma at the Uni- 
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versity of Michigan to this date. For many years after 1879 the 
teacher's diploma, however, was still made specific, and was styled 
a " teacher's diploma in English," or a " teacher's diploma in Latin," 
or a teacher's diploma in whatever other line of work had been the 
major study of the recipient. It was not until 1909 that all special 
academic requirements for this diploma were abolished and it was 
made a strictly professional diploma. Since that date the teacher's 
diploma has been granted only to graduates of the Department of 
Literature, Science, and the Arts, solely upon the recommendation 
of the Department of Education, and upon the completion of not 
fewer than eleven semester hours pursued within that department. 

As might be expected, the gradual extension of control over the 
teacher's diploma by the Department of Education brought a 
greater supplementary supervision over the work of recommending 
teachers for the schools. While, as has been stated, the diploma 
was, according to rule, to be the only official recommendation given 
by the University, in practice the rigid administration of this "egu- 
lation was found difficult. Boards of education usually desire to 
employ teachers early in the spring or summer preceding the active 
school year. Teacher's diplomas are, however, not granted until 
commencement time, late in June. The delayed University testi- 
monial therefore did not suffice. Moreover, unless duplicates of 
the diploma were drawn, the single credential served very inade- 
quately the needs of the bearer. With a single authoritative 
recommendation in his possession, a candidate was prevented from 
making more than one serious application for a position at a time. 
Hence the rigid rule of the University faculty lapsed, and each 
professor found himself called upon time and again in the spring 
of each year to write personal letters of recommendation for numer- 
ous candidates. Duplication, needless annoyances, and conflicting 
efforts resulted as before. 

Finally out of the chaos developed the central Teachers' 
Appointment Committee, whose function was to harmonize the 
individual judgments respecting all candidates and to make recom- 
mendations as a unit. The members of this committee were to be 
the president, the dean of the Department of Literature, Science, 
and the Arts, and various designated professors. Inasmuch, how- 
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ever, as the head of the Department of Education had by virtue 
of his academic position been forced each year to assume unofficially 
a larger responsibility in this matter, it was now deemed fitting and 
proper that the chairmanship of this committee should be officially 
bestowed upon him. In consequence the various agglomerating 
elements of this newly constituted agency began to take form 
within the offices of the Department of Education and to center 
about the personality of the head of that department. 

Another factor operated to augment this tendency. When in 
1871 the plan of accrediting standard high schools was inaugurated 
by the University several professors, or several committees of the 
faculty, divided the task of inspection among them. Little by 
little, however, duties of this kind were largely transferred to the 
professors in the Department of Education. Knowing the schools 
of the state somewhat intimately through the students of education 
who had gone from the University into them, and possessing a 
technical knowledge of the theories and practices of education 
(which in the nature of the case no others in the University knew 
so well), the head of the Department of Education was logically 
and naturally looked upon as best fitted to conduct a large share 
of the inspectorial work. Annually the number of schools allotted 
to him for official inspection was increased, until finally, in 1899, the 
committee of inspection composed of various faculty members was 
abolished, and the entire responsibility for inspecting schools was 
placed upon a special official whose title was inspector of high 
schools. This person was assigned to the Department of Education 
and given the supplementary title of junior professor of education. 

The office of inspector of high schools still adheres to the Depart- 
ment of Education. Through it the University keeps in close 
touch with all the standardized high schools of the state and with 
many schools in adjoining states. The inspector, in person or 
through his deputies (who likewise are members of the Department 
of Education of the University), visits the schools and reports the 
findings to a diploma school committee, composed of the heads of 
the various departments with the president of the University acting 
as chairman. 

Thus through the high-school inspectorship, the administration 
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of which gives the members of the Department of Education an 
intimate, concrete knowledge of the schools of the state and their 
problems and needs, and through the issuance of the teacher's 
diploma, in administering which the special aptitudes and qualifi- 
cations of prospective young teachers are studied and learned, the 
Department of Education is placed in the most advantageous posi- 
tion possible for organizing and administering a teachers' appoint- 
ment office. No other University body possesses anywhere nearly 
such faculties for administering wisely the task. Among the files 
of the Department of Education are constantly to be found a mass 
of records, reports, and other data concerning the schools of the 
land, their aims, principles of organization and administration, 
and the personnel of the administrative agencies. By means of 
these the Department of Education is enabled pretty accurately to 
analyze the local needs of each school system, and hence is qualified, 
in a unique way, to make suitable recommendations of teachers for 
the schools. 

The peculiar qualifications of the members of the Department 
of Education for wisely administering a teachers' appointment 
office were palpable to all who considered the situation. None 
appreciated this fact more than the members of the nominal com- 
mittee itself. In consequence, the burdens that were ostensibly to 
be shared by a large number of professors were pretty completely 
abandoned to two persons: the chairman of the committee, who 
was head of the Department of Education, and the secretary. 
For several years the secretary was an assistant professor in some 
other department than that of Education. In this way the com- 
mittee was kept organized as a general committee of the University. 
In 1906, however, the secretary of the Appointment Committee was 
appointed from the staff of the Department of Education, and 
since that date no other department has exercised any direct 
administration over the work. 

As at present organized, the Teachers' Appointment Committee 
consists of a chairman, who is simultaneously head of the Depart- 
ment of Education and inspector of high schools, a vice-chairman, 
who is junior professor in the Department of Education and 
inspector of high schools, a secretary, and a clerk. The last two 



APPOINTMENT OFFICE OF UNIVERSITY OF MICHIGAN 539 

officials devote their entire time to the duties of the office. The 
chairman and vice-chairman devote from two to five hours daily 
to the appointment work — depending somewhat on the season of 
the year and the extent and importance of the correspondence. 

For the services rendered, the chairman, whose work is chiefly 
advisory, receives no additional compensation over and above his 
regular salary as a professor. The vice-chairman is paid an annual 
stipend of $300 in addition to his regular salary as a junior 
professor. The secretary, a woman of college training and of high- 
school teaching experience, is paid a sum slightly in excess of what 
is ordinarily paid to women teachers in the good high schools of 
the state. The clerk, an expert stenographer and typist, receives 
an annual stipend equal to that of clerks in good business offices. 

All the work of the committee is centered in a group of attract- 
ive, spacious office-rooms, situated in Tappan Hall, on the Campus. 
Not only are these rooms airy, well lighted, and well heated, but 
they are made cheerful by reason of richly colored rugs, by 
oil-paintings and other art pieces, by palms and ferns, and by 
attractive and comfortable furniture finished in mission style. In 
addition to one large general reception room, there are two private 
consultation rooms and one isolated room for stenography and 
typewriting. The offices are further equipped with two type- 
writing machines and stands, a dictograph, office desks and chairs, 
writing-tables supplied with writing-materials, cabinets for supplies 
and files of various kinds, wall maps, two telephones, library 
shelves filled with school catalogues and announcements, and other 
material found necessary in administering the work. The library 
of modern textbooks is also located in these offices. 

While the first efforts of the committee are always given to 
assisting members of the outgoing graduating classes, undergradu- 
ates who find it necessary to interrupt their college course before 
completion, alumni of former years, and special students enrolled 
in the regular and summer sessions are given all consistent aid 
possible. The committee on the other hand seeks to be as honest 
and fair with the public at large as it is with the candidate enrolled, 
and hence never consciously recommends candidates for positions 
for which they are not deemed adequately fitted. The qualities 
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of scholarship, character, personality, individuality, address, good 
sense, social adaptability, professional interest, and teaching 
experience are always considered in formulating a judgment of a 
candidate's fitness, and, so far as known, the personal likes and 
dislikes of superintendents or other employing agents are taken 
into account, and the peculiar demands of local conditions are 
respected. 

While all just and legitimate efforts are put forth to secure suit- 
able positions for all its candidates, the committee does not deem 
it in keeping with the dignity of the University unduly to solicit 
consideration of its students. It frankly declares to the public 
that it is in a position to co-operate expeditiously with all officials 
seeking college-trained teachers, and that it will be pleased so to 
act, but it insists that the initiative shall be taken in each case by 
those outside the committee — either by the candidates themselves 
or by representatives of school boards. All candidates, too, are 
encouraged to put forth personal efforts of their own to secure 
positions, and the correspondence and other inquiries of profes- 
sional teachers' agencies are given careful attention and courteous 
replies. Moreover, the committee strictly adheres to the principle 
of stating the truth, the whole truth, and nothing but the truth 
(so far as the truth is known), respecting each and every candidate 
enrolled. All facts and records possessed by the committee are 
freely and candidly open to inspection by any interested adminis- 
trative officer. Wherever the negotiations concerning a prospective 
appointment are carried on entirely by correspondence, exact tran- 
scripts of all records are furnished and photographs of recommended 
candidates are sent. In short, every prospective employer is given 
freely all knowledge that the committee possesses about any sug- 
gested individual. Errors of judgment in making recommendations 
there are — and always will be — but wilful and conscious misrepre- 
sentations, or the covert concealing of undesirable facts, or the sly 
shading of detracting truths — these are never made. The com- 
mittee is positive that this open policy is appreciated by school 
men and is emphatically approved by them. 

As yet the Appointment Committee has never made effort to 
secure positions for any University students save those desiring to 
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engage in the work of education. Moreover, since the University 
has as yet provided few courses of instruction, or none at all, which 
help directly to qualify teachers for any but the older academic 
subjects, and since the University offers few facilities for training 
individuals to take charge of the vocational and semi-vocational 
activities which are appearing so rapidly and extensively in our 
public secondary schools and avowedly vocational schools, the 
committee is unable to render notable aid to the numerous calls 
that come every season for teachers of these branches. Each suc- 
ceeding year brings to the Appointment Office increasing numbers 
of requests for recommendations of teachers of manual training, 
drawing, shopwork, commercial subjects, athletics, physical train- 
ing, public speaking and debating, music and other fine arts, 
domestic science, and similar new subjects. The number of can- 
didates for these positions is limited indeed, and were it not for the 
enrolment annually of several candidates each from the engineering, 
medical, and law departments, and of other students who have 
supplemented their university training with private tuition or 
other schooling, the list would be almost entirely lacking. 

Enrolment with the Appointment Committee takes place each 
year during the second week in November. Enrolment at that 
time is wholly gratuitous. For tardy registration a fee of one 
dollar is charged. Each candidate in addition to filling in certain 
prescribed forms is required to furnish the committee four un- 
mounted photographs. Records are then completed and files made, 
and by March the committee is fully prepared to make recommen- 
dations for the following school year. The committee is also usually 
able to provide teachers of various subjects at the opening of the 
second semester of the public schools, and not infrequently has on 
its books the names of candidates for substitute work. 

During the past year, 1910-n, there were enrolled with the 
Appointment Committee 38 graduate students, 209 members of the 
graduating class of 1911, 48 undergraduates, and 167 alumni and 
special students. Of the graduating class, 62 were men and 151 
were women. Forty-two of the men and 63 of the women had had 
previous teaching experience of some sort. 

During the year 1909-10 teaching positions were secured par- 



542 THE SCHOOL REVIEW 

tially or wholly through the efforts of the Appointment Committee 
for approximately three hundred persons. While some of these 
were experienced alumni, who commanded relatively large salaries, 
and some were undergraduates of no teaching experience, who of 
necessity were forced to accept relatively small salaries, the average 
contractual stipend was for men about $900, and for women about 
$650. Successful previous experience usually added from fifty to 
three hundred dollars to these figures. 

Students who have thoroughly prepared themselves in almost 
any given subject of the curriculum find little difficulty in secur- 
ing desirable positions, but those who are fitted to teach certain 
branches or certain combinations of subjects seem in greatest 
demand. The classes of teachers for which there is great call and 
for which the number of available candidates is most limited are: 

(1) natural science, (2) biology, (3) athletics, (4) manual training, 
(5) physical education and gymnastics, and (6) commercial subjects. 
Prospective teachers who can qualify in these branches will find 
many well-paying positions awaiting them. From the standpoint 
of the demands as registered with the Appointment Committee, 
desirable groupings of subjects are: (1) Latin and German, 

(2) Latin and English, (3) English literature and rhetoric, (4) Eng- 
lish and history, (5) mathematics and science, and (6) biological 
and physical sciences. Students who pursue major work in two 
subjects and a goodly number of courses in one or two minor 
branches have a decided advantage in securing early appointments. 
The calls that come to the committee for the various school adminis- 
trative offices — superintendents, principals, supervisors of special 
subjects — are also numerous. 

While the Appointment Committee makes no discrimination 
between candidates who take a teacher's diploma and those who 
do not, boards of education are yearly coming more and more to 
do so. Other things being equal, the person who has pursued pro- 
fessional training is always preferred to the one without it, while 
many boards of education have made it an undeviable rule to 
employ for their high schools none but college-bred teachers 
possessing teacher's diplomas and life certificates. 

To administer the appointment office expeditiously and satis- 
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factorily calls for a degree of system and attention to details that 
is surprising to anyone unfamiliar with the work. To enrol 
approximately five hundred candidates each year; to correspond 
with the half-dozen references each candidate gives respecting his 
character and qualifications; to classify and compile the reports 
from these individuals; to prepare all final reports and records in 
triplicate; to index all material ready for easy manipulation; to 
attach two thousand photographs to two thousand individual 
records; to hold each season one or more personal conferences with 
each of the five hundred candidates; almost daily to meet from 
five to twenty-five students and to reply to the queries, solicita- 
tions, and criticisms each one makes; almost daily to call by tele- 
phone and give specific advice to from ten to thirty other candidates 
and to reply to telephone calls from similar numbers; almost daily 
to receive in the office and advise with from one to five different 
employing agents, each demanding from fifteen minutes to three 
hours of an attendant's time; daily to receive and acknowledge 
from ten to fifty letters and to write a similar number of letters of 
recommendation; to receive and send numerous telegrams and 
long-distance telephone messages: to administer all these matters 
with judgment, courtesy, and dispatch is no simple duty. Yet 
this is the actual administrative work of the Teachers' Appoint- 
ment Committee. Thanks, however, to the policy of generous 
allowances made by the University regents, nearly every means 
conceivable for facilitating the work are at hand. Stationery, 
record-forms, and other desirable aids are furnished without stint. 
Two mottoes of the committee are, "Economy of time is economy 
of money," and "Dispatch is the soul of all business negotiations." 
Hence it is that the details of enrolment with the committee and 
the processes of later administration follow pretty definitely 
established rules and regulations. 

As before stated, a definite time is announced each year for 
formal enrolment with the committee. This day usually comes 
the second week in November, and is announced to the student 
body by means of notices on the bulletin boards, notices inserted 
in the students' official paper, the Michigan Daily, and announce- 
ments made by the various professors before their classes. 
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On the designated day of enrolment the chairman or vice- 
chairman of the committee briefly explains to the prospective 
candidates the workings of the office, gives some words of general 
advice respecting the co-operation which is expected of them, and 
distributes to them certain forms. The first form is officially 
entitled the "temporary enrolment form." This form, as will be 
noticed, contains on the obverse side (No. i) the following most 
important items: name, age, address (local and permanent), 
telephone number, secondary and collegiate institutions attended, 
degrees and other distinctions attained, professional study followed, 
and an itemized statement of all college work pursued. On the 
reverse side (No. 2) space is given for the indication of the subjects 
of the curriculum the candidate desires to teach, the nature of the 
school in which he prefers to be located, the section of the country 
preferred, the salary expected, and incidental questions respecting 
physical health, athletic interests, and church affiliation. Space is 
also left for recording the names of a number of persons who can 
speak with most knowledge of the candidate's qualifications. 

Inasmuch as some of the questions call for studied reflection 
and others for statistical data not readily in mind, candidates are 
advised to fill in the "temporary form" at their leisure and to 
return any time within ten days for permanent enrolment. At this 
time the candidates, in the presence of the secretary or other mem- 
bers of the committee, and under supervision and advice, copy the 
substance of the "temporary enrolment form" upon the "perma- 
nent enrolment form" (Nos. 3 and 4, obverse and reverse). At 
the same time three other triplicate records are made by each can- 
didate (Nos. 5 and 6). Four unmounted photographs are also 
required of each person enrolling — one to be pasted by the secretary 
upon the "permanent enrolment form" and one to be attached to 
each of the triplicate records. The candidate is then permitted to 
retain the "temporary form" for future reference; the "permanent 
form" is inserted in a loose-leaf ledger for permanent use in the 
office; and the triplicate records are filed ready to be inclosed in 
letters of recommendation whenever the candidate is suggested 
for a position. As rapidly as candidates are located, their "per- 
manent forms" are removed from the ledger, and at the end of 
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the season all are bound into a book and preserved for future 
reference. 

In the interval between enrolment, in November, and the fol- 
lowing March, letters are sent by the secretary to each person to 
whom reference has been made by any candidate. Official forms 
are also provided for this purpose. To the various professors in 
the University a "professor's certification blank" is sent (No. 7), 
together with a stamped envelope directed to the Appointment 
Committee. Each person is requested to grade the respective 
candidates on each of the following items: (1) scholarship, 
(2) character, (3) good sense, (4) personal address, (5) social 
adaptability. The grades A, first class; B, good; C, fair (con- 
ditionally adequate); and D, inadequate, are urged as guiding 
letters, though this key is made more discriminating by employing 
in addition the signs + and — . Professors are also requested to 
indicate whether or not they are willing to recommend the candi- 
date to teach their specialty, and space is left for any additional 
remarks that may seem pertinent. 

Candidates who have received part of their training in schools 
other than the University or who have had experience in teaching 
have their non-University records scrutinized by means of a sup- 
plementary blank officially styled a "non-local inquiry form" 
(No. 8). 

On the return of these "forms" of inquiry duly filled in, the 
secretary and clerk straightway copy verbatim into the "perma- 
nent enrolment forms" and into the "triplicate forms" the reports 
of all who have made answer to the queries. At the same time 
also indexes of all available candidates are made and classified 
under the major and minor subjects which each is prepared to 
teach. 

After the opening of the second semester of the college year in 
February, the secretary and clerk scrutinize all election blanks for 
that semester and copy therefrom the numbers of courses and the 
hours of credit chosen by each candidate, in the spaces provided 
therefor, upon the "permanent enrolment forms" and the "tripli- 
cate forms." This completes the work of registration. 

At about the same time each candidate is summoned to the 
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office and asked to fill in the required data upon a "Senior location 
card" (No. 9). This card very greatly assists the committee in 
locating at any given hour of the day a candidate with whom it is 
desired to consult. If the matter is urgent, a messenger is sent to 
the classroom in which the candidate chances to be, and a request 
is made to the professor in charge to excuse him immediately to 
report at the Appointment Office. If the matter is not urgent, 
and the candidate is found, from the "location card," to be in class, 
no effort is made to call him by telephone or otherwise until the 
class is dismissed and he has returned to his room. 

Meantime, in the various letters daily going out from the Uni- 
versity are placed "vacancy notification blanks" (No. 10). These 
merely state that the University is prepared to co-operate with 
boards of education desirous of securing college-bred teachers for 
the coming school year, and request that if any school is interested 
in having the University make nominations the inclosed form be 
filled in and returned. The blank merely calls for sufficient 
information to guide the committee in making suitable nominations 
of candidates. The name of the town in which the school is 
located, the position vacant, the subjects to be taught, the sex and 
qualifications desired in a candidate, the salary to be paid, and the 
officer to whom to make recommendations are the most important 
items on this form. 

On the return of a "vacancy notification blank," or on the 
receipt of any other clearly stated request for teachers, the com- 
mittee proceeds to select from its lists usually three candidates 
who seem best suited to meet the requirements. A brief letter of 
recommendation, accompanied by one of the "triplicate enrolment 
forms" of each candidate, with his photograph, is straightway sent 
to the interested parties. At the same time the candidates recom- 
mended are summoned either by telephone or messenger and noti- 
fied of the proposed action of the committee. If for any reason a 
candidate desires not to be considered for the particular position, 
another name is substituted, and the procedure continues as before. 
On the other hand, all candidates who on notification of the pro- 
posed action of the committee signify an interest in the position 
under consideration are urged straightway to make direct and 
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personal application to the official agent of the school, and the 
matter is then left to be worked out among themselves — the com- 
mittee merely furnishing such further advice and co-operation as 
it may be called upon to give. 

If for any reason a suggested candidate cannot readily be 
reached by telephone or messenger, the recommendation is made 
without waiting for his personal approval of the committee's action, 
and a "notification card" (No. n) is sent him by mail. This card 
states briefly the nature of the position to which the candidate has 
been recommended, the salary that can be expected, and the agent 
to be addressed. If interested, the candidate is urged to apply for 
the position at once, and to notify the office immediately if the 
position does not appeal to him. In the latter case, another can- 
didate is selected and recommended. 

An index is kept of all records sent to employing agents (No. 12), 
and if these are not returned within a reasonable time cards request- 
ing their return are mailed to the delinquents (No. 13). 

Inasmuch as a personal interview with the candidate is highly 
desirable in every instance, superintendents and other employing 
agents are urged to visit the University in person and to meet such 
candidates as may interest them. Each year larger numbers of 
school officers are following this plan, many superintendents bring- 
ing with them contracts signed in blank by the proper board mem- 
bers and ready for execution without delay. Not infrequently such 
employing agents spend two, three, or four days continuously in 
Ann Arbor, interviewing various candidates for the several positions 
they may have vacant, and not leaving town until they have in 
their pockets signed contracts for every position. 

Superintendents find it greatly to their advantage, too, to 
notify the committee two or three days in advance as to the precise 
hour they will reach the Appointment Office, the general nature 
of their desires, and the salaries they expect to pay. When this 
is done, several suitable candidates are notified and are requested 
to report at the office at the specified time. In this manner often 
the transaction of the entire piece of business is completed within 
an hour or so. 

As previously stated, candidates may enrol with the committee 
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any time during the year, but for students in regular attendance 
in college tardy registration is permitted only after the payment of 
a fee of one dollar. Any who enrol and then later decide not to 
teach can withdraw their names at any time. All records, how- 
ever, are strictly confidential, and under no circumstance are they 
ever returned to the candidates or open to their casual inspection. 
Finally, in order that the committee may keep in close touch 
with the alumni and former students of the University and may 
have adequate data for judging their success and growth since 
leaving college, a special "supplementary enrolment form" (No. 
14) is provided. This form is sent to all former students of the 
University who solicit the aid of the Appointment Committee, and, 
on its return, is attached to the original enrolment form. All 
accompanying letters of testimonial are filed, and, so far as justice 
to the outgoing graduating class will warrant, each former student 
is given freely the support and aid of the Appointment Committee. 
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No. 8. Non-Local Inquiry Form 
University of Michigan 



APPOINTMENT COMMITTEE 



A. S. Whitney, Chairman 
C. O. Davis, Vice-Chairman 
Allura L. Rudd, Secretary 
Evelyn Hardinghaus, Clerk 



Ann Arbor, 



19 



Dear Sir: — 

The University desires to serve the best interests of teachers and schools. To 
this end full and reliable information concerning the ability and success of students 
and alumni is of highest importance. May we ask you to write us your confidential 
estimate of the (1) Scholarship, (2) Teaching ability, (3) Discipline, (4) Personality 
and (5) Good sense of 



The Appointment Committe will be grateful for the information. 

Very truly, 

Allura L. Rudd 

Secretary. 



No. 9 
Senior Location Card 

Name 

City Address Phone No. 

Daily Schedule Second Semester 19 



HODR 


Monday 


Tuesday 


Wednesday 


Thursday 


Friday 


Saturday 


Remarks 


8 
















9 
















10 
















11 
















1 
















2 
















3 
















4 
















5 

















NOTICE: (a) Give Room and Instructor for each recitation, f T , ' ' 

\ Instr. Mr. Jones. 

(b) If you have stated times for library study or for work in semi- 
nary rooms, indicate those hours in the same way. 
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No. 10. Vacancy Notification Blank 
University of Michigan 



DEPARTMENT OF EDUCATION 

A. S. Whitney 
C. O. Davis 
C. S. Berry 

F. S. Breed 

G. L. Jackson 
Allura L. Rudd 

Sec'y. App't. Com. 
Evelyn Hardinghafs 
Clerk App't. Com. Ann Arbor 

The Appointment Committee will promptly reply to officers of schools and col- 
leges who are seeking teachers, and is prepared to name suitable candidates for posi- 
tions as teachers, principals, and superintendents, and to give full and confidential 
information about such candidates. This blank may be used in reporting vacancies 
and should be addressed to Allura L. Rudd, Secretary of the Appointment Com- 
mittee, University of Michigan, Ann Arbor. 

Position Institution 

Town State 

Length of school year Duties begin 

Salary Man or Woman 

Subjects to be taught 

Other duties 

Qualifications desired 

Make recommendation to 

Official position 

Town State 

Information given by Date 

Date of election 

Remarks 



No. 11. Notification Card 
University of Michigan 
appointment committee 



Ann Arbor, 19 

You have been recommended to teach 

in the High School at 

Salary If interested apply immediately, addressing 

Please do not fail to let us know at once if you do not apply. 

Very truly yours, 

Appointment Committee 



558 



THE SCHOOL REVIEW 

No. 12. Index Card 
University of Michigan 
appointment committee 



To whom sent 




Date 


Name of town 




Returned 


Names of / 




Notified 


Candidates / 













No. 13. Follow-up Card 
University of Michigan 
appointment committee 



Ann Arbor, 19 

Dear Sir: — 

On we forwarded you the records 

of 

As we have but a limited number and desire to use same elsewhere, please kindly 
return them at your earliest convenience. 

Very truly, 

Appointment Committee 

No. 14 
Supplementary Enrolment Form 

Date 

Name Address 

Degrees When and where received 

What year did you enrol with the Appointment Committee ? 

How have you sought to improve your scholarship and efficiency since leaving College ? 



What positions with salaries have you occupied since leaving Ann Arbor ? . 



What is the nature of the position you now desire ? 

What salary do you expect? 

Kindly have sent directly to us testimonials concerning your work of the past few years 



